Saint Andrew Pastoral Council Guide

First Edition

January 2009

Table of Contents

Pastoral Council Mission Statement……………………………     2
Pastoral Council Scope Statement………………………………    3
Council Officer Guidelines/Roles and Responsibilities……….. 4
Saint Andrew Pastoral Council Rules of Order………………..    6
Bylaws of St. Andrew Pastoral Council…………………………   11
Notes for New Members………………………………………….     15
Lessons Learned…………………………………………………..     17
Pastoral Council Mission Statement

Our mission as the pastoral council is to foster the growth of Christ’s Church at St. Andrew’s, and to support our pastor as he teaches, sanctifies, and leads our community of faith.

We accomplish this mission by:
1. striving to live as good and faithful stewards

2. establishing and supporting the work of standing and special purpose committees;

3. assisting and advising our pastor in the pastoral planning process;

4. encouraging fellow parishioners to actively participate in the mission of the church.

Pastoral Council Scope Statement

Purpose: 

The purpose of this statement of scope is to put into perspective what is and what is not within the purview of the Pastoral Council. This will help council members to remember, and to focus on issues germane to the mission of the Pastoral Council. 

We Do:

1. Form a community among ourselves by beginning each meeting with prayer, scripture, and faith sharing. 

2. Receive reports from existing standing and special committees.

3. Assess the work of each of these committees to determine if there is something we may need to do to assist them in their work.

4. Assess the need for new committees and help set them up.

5. Respond to needs expressed by our pastor.

6. Help establish the priorities on which parish expenditures are allocated.

7. Act as the principal collaborators of the pastor, by offering him our insights and counsel so that our parish mission may be achieved more effectively:

· We accomplish this through a process of active consultation in which we seek to weigh carefully the issues that come before us, visit with other parishioners about them, and by expressing our convictions (as opposed to mere opinions) in a forthright and respectful manner.

We Do Not:

1. Perform the work of day-to-day parish administration.
2. Take on the work of parish staff members.
3. Micromanage the work of the committees.
4. Engage in the advancement of personal agendas.
5. Do the work assigned to the finance council.
In Summary:

We collaborate with our Pastor, offering him our best counsel; which is always prefaced with prayer, scripture, and faith sharing. We setup and monitor committees; which in turn aid in the fulfillment of the parish mission statement by encouraging the following activities:  

· Worshipping God in spirit and truth. 

· Serving the Lord in the needy and the poor. 

· Sharing the Good News near and far. 
· Loving others as God loves us.
Council Officer Guidelines / Roles and Responsibilities
CANON LAW 536:

Article 1 States - The Council gives help in FOSTERING Pastoral activity.  

Article 2 States - The Pastoral Council possesses a consultative vote only, and is governed by norms determined by the Diocesan Bishop.

Pastor: 
1. Presides And Has The Final Decision In All Matters.
2. Takes responsibility for the ongoing renewal of Parish life and calling forth the gifts of individuals and groups in the faith community.

Chair:  

1. Call, conduct, and facilitate all meetings of the council in consultation with the Pastor.

2. Perform such other duties as the council may from time to time direct, consistent with that office.

3. Be responsible for assuring participation of all members in Council deliberations and decision making.

4. Prepare an agenda in conjunction with the Pastor and submit to Secretary for sending to Council members no later than one week prior to the regularly scheduled Council meeting.  

5. Request members that cannot attend provide Chair with information regarding any tasks that have been assigned.

6. Appoint (with Pastor’s approval) chairpersons of each committee.

Vice-Chair: 
1. Assume all duties of the Chairman in his or her absence.  

2. Be fully informed about all Council activities.

3. Perform other such duties as the Chairman or the Council may direct, consistent with that office.

Secretary:
1. Keep an accurate record of all Council correspondence, minutes, and other communications.

2. Provide a copy of the previous meeting minutes and current Meeting agenda to all members at least one week prior to the next scheduled meeting.  Provide a copy of the minutes to the Parish at large. (Perhaps as a bulletin insert?)

3. Keep an accurate record of all those in attendance.

4. Provide advance notification to all Council members and the parishioners of the time and place of regular and special meetings.

5. Send meeting reminders at one week, and again one day, before all meetings.

6. Notify Parish Office of meeting dates so that people may be welcomed to attend; and so that they may know the agenda of the upcoming meeting.
7. Perform such other duties as the Council Chair (or Pastor) may direct, consistent with that office.

Council Members:
1. Engage in prayer and continuing faith formation necessary for sound council action while practicing good stewardship of time and talent.
2. Provide consultation to the Pastor in matters of Pastoral planning, and policy in            developing Parish goals and furthering their implementation. 

3. Listen to and represent in council meetings the wisdom of the many perspectives            present in the Parish community.

4. Ensure mutual communication between the Council and parishioners; speaking                       with Parish members on a regular basis.

Saint Andrew Pastoral Council
Rules of Order
Introduction:
Human nature subjects even the followers of Christ to frailties and failures of every kind. As a consequence, rules of order are devised to help groups like ours to accomplish two fundamental objectives:

1. To give due respect to the views of every member in an orderly fashion.
2. To determine the will of the membership on the various issues which come before them in a minimum amount of time and under all kinds of circumstances ranging from total harmony to hardened or impassioned division of opinion. 
The international meeting standard is known as Robert’s Rules of Order.  Unfortunately, this book of rules contains 643 pages of text and 80% of this text describes rules that are needed less than 20% of the time. For our purposes, we can draw on the abbreviated versions of these standard Rules of Order to come up with a set of rules that will allow us to achieve our objectives in an orderly fashion. We are free to adapt the rules of order in any way we choose to suit the needs of our own body.
General Rules:
1. Archdiocesan guidelines require the presence of the pastor in order to hold a council meeting. The same guidelines designate him as the president of the council but not the chairperson.

2. Since the most important role of the council is to make recommendations to the pastor, it is important that enough members are present and ready to do so. A Quorum of half the membership plus one shall be required to conduct a meeting in which any recommendations are contemplated.
3. The Chairperson conducts the meeting and performs duties as described in the By-Laws and in the Council Officer Guidelines.

4. The Vice-Chairperson conducts the meetings and performs the duties of the chair in the latter’s absence.

5. The Recording Secretary, selected from outside the council membership, takes an accurate record of the council’s deliberations and performs the other duties of this office as described in the By-Laws and Council Officer Guidelines. No meeting may proceed unless someone is taking minutes.
6. An Agenda is required so that all members will know what matters are scheduled for each meeting. In order to be properly prepared, the agenda must be sent by the recording secretary, along with the minutes of the most recent meeting, at least one week ahead of time. The agenda normally contains the following elements:
a. Prayer (led by the pastor or his designee)
b. The Gospel passage from the upcoming Sunday is read (ideally each member will have a copy of text in front of them). After a short period of silence, members offer their reflection on the meaning of the scripture passage. When possible, the gospel is read by a deacon or the pastor.
c. The chairperson asks if there are any additions or corrections to the minutes (which all members have received and reviewed beforehand). After this the chair says: without objection the minutes are accepted as submitted (or as amended). No other motion to approve is required.
d. If any committees were tasked to present reports for the meeting, the reports follow.
e. Members may ask questions or make comments about the reports. Normally, no action is taken other than to receive the report.
f. Unfinished business from prior meetings as indicated on the agenda.

One or more members who were tasked to deal with these issues present their findings and may submit a motion for a specific recommendation if appropriate.

g. New Business: This refers to items that are appearing on the agenda for the first time. If members were given an opportunity to investigate and study an issue it may be moved, seconded, discussed, and a vote taken on whether to recommend it or not. Or, the Pastor may present an issue to the council and ask them to acquire further information for presentation at a subsequent meeting.

h. Members may suggest items during this meeting that they believe are worthy of study and consideration at a subsequent meeting. This will help ensure that council members have adequate time to reflect on important matters before making recommendations to the pastor.
i. The chairperson may assign tasks to specific members and/or all members.

j.   The State of the Parish provides the pastor and members with an opportunity to make comments or observations about the progress the parish is making towards fulfilling its mission. This is not a time for making motions or recommendations.
k. The chairperson welcomes a motion to adjourn and asks if anyone is free to enjoy a time of fellowship (lunch or snack at nearby restaurant) following the meeting. A motion to adjourn should never be used to cut off an ongoing discussion.
Particular Rules of Procedure governing Discussion:
7. Making Motions, seconding, discussing, voting, etc.
                 In order to discuss an action item, a proper motion must be made to do so.
a. The Chair may ask: Does anyone wish to make a motion regarding the matter at hand? 
b. At this point a member makes a motion that is carefully worded and recorded by the secretary (ideally, crafted beforehand). 
c. The chair asks if there is a second. The secretary records the name of the person seconding the motion. 
d. The chair declares that discussion is open and suggests a specific length of time for the discussion. He/she makes clear that all discussion must be on the motion at hand.
e. The chair invites the maker of the motion to speak on its behalf. 
f. The seconder of the motion is then given the opportunity to speak briefly on behalf of the motion. 
g. The chair asks if anyone wishes to speak against the motion and recognizes them for making their input. 
h. The chair invites further discussion pro and con, being careful to invite those who haven’t spoken to do so before recognizing those who have already spoken.
1) Amendments: If at any point during the discussion, a member wishes to amend the original motion, he does so by seeking recognition from the chair and proposes to amend the motion to read as follows (which implies having written it out during the discussion). 

After stating the motion as amended, the chair asks the maker of the original motion if he/she is open to the amendment. If he/she is open to it, discussion follows on the motion as amended. If he/she is opposed, discussion of the original motion continues. If members wish to consider the amendment despite the objection of the original maker, they are free to vote against the original motion and to propose the new motion thereafter.

2) Laying aside the motion to another time (tabling): Sometimes, in the course of discussion one or more members may decide that the issue being discussed needs further consideration outside of the meeting prior to adoption. Such an individual seeks recognition from the chair to propose that this motion be laid on the table until the next meeting to give time for further reflection. This motion is un-debatable so the chair calls for a vote on the motion to lay aside. If a majority of voting members choose to table the motion when the voting is conducted, discussion ceases and the chair moves on to the next item on the agenda.

i. If the time set aside for the discussion expires and it appears that there are additional members who may wish to speak, the chair suggests that the discussion be extended for a specific quantity of time. 
j. When it becomes apparent that the motion has been thoroughly discussed—pro and con—the chair requests a motion to close the discussion which requires a second.

k. The chair asks the recording secretary to read the motion and calls for a vote. He/she may do so by asking those in favor to signify by raising their hand, then asking those opposed to raise their hands. He asks if anyone wishes to abstain. The secretary announces the result of the vote.
l. Those voting in the minority are invited to speak one final time-briefly—as to why this motion should not be adopted. After each has spoken, the chair asks if anyone voting in the majority wishes to change their vote.
m. If the final tally indicates a clear consensus, the chair announces that the action is either recommended or not recommended to the pastor.

n. The Pastor may accept the recommendation immediately or indicate he may need some time for further reflection at which time he will communicate his decision to the council.
Other Special Motions which may be made during the course of a discussion:
8. Point of Order—This motion may be made when a member is convinced that due order is not being followed. For instance, if a member is speaking about a matter not considered germane to the motion; or if a member is considered to be speaking in a way that demeans another member or members. When this motion is made, the chair asks the one who made it: What is your point of order? After stating the point of order, the chair makes a ruling. This motion may be made at any time during the discussion of a motion, but members should use it judiciously.

9. Point of Information—At any time during the discussion a member may wish to seek further information (from the chair, from the pastor, or from the maker of the motion) for purposes of clarification. This motion takes precedence over the discussion at hand and is dealt with expeditiously after which time discussion on the main motion resumes.
PARISH PASTORAL COUNCIL BY LAWS

ARTICLE I.

NAME AND PRINCIPAL OFFICE OF ORGANIZATION

The name of this organization shall be the Parish Pastoral Council (hereinafter referred to as the “Council”).

ARTICLE II.

MISSION

The purpose for which the Council is organized is to foster the growth of Christ’s Church at St. Andrew’s and to support the Pastor as he teaches, sanctifies, and leads the community of faith.   The Council will accomplish this mission by: 1. Striving to live as good and faithful stewards; 2. Establishing and supporting the work of standing and special purpose committees; 3. Assisting and advising the Pastor in the pastoral planning process; and 4. Encouraging fellow parishioners to actively participate in the mission of the Church.

ARTICLE III.

MEMBERSHIP

Section 1.
Pastoral Council members must be in full communion of faith and life with the Roman Catholic Church and be registered members of this parish for at least one year.

Section 2.
Ten (10) lay persons will serve as voting members of the Council.  A Deacon shall also be invited to serve and to vote in virtue of his office.  In accordance with Archdiocesan Pastoral Council guidelines, the Pastor is the President of the Council but not its chair.  He participates in the discussion, but does not vote.

Section 3.
Council members will be (s)elected annually as follows:  three (3) members, three (3) members, then four (4) members in consecutive years. The nomination process will begin in May and nominations will be taken from the Pastor and current Council members for consideration. The (s)election process will take place in June with new terms to begin on July 1.  If a vacancy occurs mid-term, the Pastor and Council may appoint a member to complete the term left vacant.

Section 4.
The minimum age for a Council member is eighteen (18) years.

Section 5.
Membership on the Council may be terminated with proper notice being provided to the Pastor and the Chairman.

Section 6.
Participation in meetings is a vital obligation of every council member.  Should a member be unable to attend as many as three meetings, he or she may be asked to step aside.

ARTICLE IV.

OFFICERS

Section 1.
The officers of the Council shall be the Chairman, Vice Chairman, and Recording Secretary who serves the council but is not a member.

Section 2.
Officers shall be nominated and (s)elected by a majority of the Council and shall serve a one-year renewable term.

Section 3.
Officers of the Council shall each have such powers and duties generally pertaining to their respective offices, as well as, those that from time to time may be given by the Pastor.  (Written job descriptions for each officer are contained in the Roles and Responsibilities document.)

ARTICLE V.

STANDING COMMITTEES

Section 1.
Standing Committees will consist of:
           Worship and Spiritual Life








Evangelization (Christian Formation)







Parish Life








Social Ministries








Stewardship








Property—Facilities—Maintenance

Section 2.
Special Committees may be convened as needed.

ARTICLE VI.

MEETINGS

Section 1.
There will be at least six (6) and no more than twelve (12) Council meetings annually.  A meeting calendar will be set at the first meeting of the Council each fiscal year, July 1 through June 30. The Council may be convened for reasons other than performing business such as spiritual formation and community building.
Section 2.
Roberts Rules of Order Newly Revised as modified or amended by decision of the body, shall govern the procedures of the Council.

Section 3:
The order of procedure at Council business meetings shall be as follows:

1. Call to Order

2. Welcome Visitors

3. Prayer, Scripture Lesson, and Faith Sharing

4. Approval of the minutes of the last regular meeting

5. Committee Reports

· Standing Committees

· Special Committees

6. Unfinished Business

7. New Business

8. State of the Parish

· Pastor’s Report

· Candid discussion

9. Adjournment

Section 4.
Rules of procedure are necessary to facilitate good order and to make it possible for matters to be discussed and resolved in a way that guarantees fairness to all participants.

Section 5.
Council meetings are open to all members of the parish, however, this does not preclude the right of the Council to go into “executive session”.

ARTICLE VII.

QUORUM

In accordance with Diocesan Directives, the Pastor must be present at all Council meetings.  A majority of voting members shall constitute a quorum for the transaction of business. 
ARTICLE VIII.

AMENDMENT TO BYLAWS

Section 1.
Amendments or additional bylaws shall be presented to the Pastor and Chairman for approval.  Upon approval from the Pastor and Chairman, the amendment or additional bylaw shall be presented to the full Council for consideration. All By-Laws must be consistent with the Archdiocesan Guidelines for Pastoral Councils.
Section 2.
Amendments or additional bylaws may be passed by a majority of Council members.

Section 3.
All amendments or additional bylaws shall become effective immediately unless otherwise stated after the amendment.

These bylaws are hereby adopted and approved this ______ day of _____________, 2009, to become effective commencing immediately.

Pastor


___________________________________

Chairman

___________________________________

Vice Chairman
___________________________________
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